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FACULTY HANDBOOK
I.

GENERAL
A.

GOVERNANCE
In accordance with the Minnesota Public Employment Labor
Relations Act of 1971, the State University Board has entered
into an agreement with the Inter-Faculty Organization/Minnesota
Education Association (IFO/MEA) as the exclusive representative
of the teaching, counseling, and library service employees as
specified in Article X of the contract and further specified
by the Minnesota Director of the Bureau of Mediation Services.
The State University Board has also entered into a contract
with the Minnesota State University Association of Administrative
and Service Faculty (MSUAASF), which is recognized as the exclusive
representative of those unclassified employees specified by the
Minnesota Director of the Bureau of Mediation Services.
The Faculty Handbook contains Moorhead State University policies
and administrative procedures for use by faculty members and
other personnel. For information about topics covered in the
IFO/MEA contracts, the reader is referred to the appropriate
contracts.

B.

ACADEMIC FREEDOM AND RESPONSIBILITY
See Article IV, IFO-MEA Contract.
See Article IV, MSUAASF Contract.

c.

APPOINTMENT
See Article XXI, IFO-MEA Contract.
See Article X, MSUAASF Contract.

D.

WORKLOAD
See Article X, IFO-MEA Contract
See Article XI, MSUAASF Contract

E.

CHANGE OF NAME AND ADDRESS
Any change of name or address should be promptly reported to
the Business Office and to the Office of the President.

F.

PERSONNEL FILES
See Article IX, IFO-MEA Contract
See Article VI, MSUAASF Contract
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Material related to recruitment and the selection process for
the person selected for a position is kept on file in the
President's Office for three years; materials used in evaluation
for promotion, tenure, etc. are kept for seven years; and application forms, transcripts, health records, etc. are kept permanently. Recruitment materials for candidates for positions,
other than the candidate selected, are kept in the appropriate
departmental office for 3 years.
G.

RANK AND PROMOTION
See Article XXIV, IFO-MEA Contract

H.

SALARIES
See Article XI, IFO-MEA Contract
See Article XII, MSUAASF Contract

I.

TENURE, PROBATION, AND NON-RENEWAL
See Article XXI, IFO-MEA Contract
See Article X, MSUAASF

J.

RETIREMENT
In accordance with the Minnesota Legislature's 1975 Mandatory
Retirement Law, faculty members must terminate employment at the
end of the academic year (defined as August 31 for this purpose
only) during which they reach the age of 65. Those approaching
retirement including those interested in early retirement should
contact the Business Office for further details.

K.

FACULTY GRIEVANCE PROCEDURES
See Article XXVI, IFO-MEA Contract
See Article XXIV, MSUAASF Contract

L.

TRI-COLLEGE UNIVERSITY
Moorhead State University, Concordia College, and North Dakota
State University are members of the Tri-College University, an
organization the primary purpose of which is to allow the institutions involved to perform together functions which they might
not be able to perform as well by themselves. One feature of
the consortium at present is the Education Administration Program
which awards two degrees, the M.S. and Education Specialist.
Tri-College has recently been granted Candidate for Accreditation
status. The libraries and librarians cooperate closely making
immediately available all 3 libraries' holdings to students
and faculty. Students may enroll at their home campus for
courses taught on one of the other campuses under the Tri-College
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student exchange agreement. Students may also actually enroll
at NDSU at in~state tuition rates under the Minnesota-North
Dakota reciprocity agreements. Registration procedures for
the student exchange agreement may be obtained from the MSU
Registrar. Tri-College also operates a Humanities Forum, a
Center for Environmental Studies, and other programs, and
provides an inter-college bus system.
M.

STATE UNIVERSITIES SYSTEM COMMON MARKET
The state universities in Minnesota have joined in a cooperative
arrangement called the Common Market. Credits carried from one
of the colleges under this agreement are automatically accepted
by any other. In addition to this general arrangement, there
are several special programs administered under common market
auspicies, including urban student teaching, "Cluster courses,"
and student internships. Details are available from the MSU
Registrar.

N.

USE OF COMMUNITY FACILITIES
University-affiliated groups may not use the facilities of any
organization that restricts membership on the basis of race or
color.

0.

EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTION
Moorhead State University acknowledges its responsibility to
ensure equal employment and educational opportunities without
regard to race, creed, color, religion, national origin, sex,
age, reliance on public assistance, physical disability, marital
status, or inclusion in any group or class against which discrimination is prohibited by State or Federal law, including
Vietnam Era veterans.
Furthermore, Moorhead State University will continue to develop
and implement timely and comprehensive affirmative action procedures aimed at removing barriers to equal employment opportunity.
Inquiries or grievances related to discrimination should be
directed to Evelyn J. Swenson, Affirmative Action/Title IX
Coordinator, 219 Livingston Lord Library, Moorhead State
University, Moorhead, MN 56560, (218) 236-2922.
Moorhead State University has pledged its compliance with
Section 504 of the Rehabilitation Act of 1973 as ammended, which
protects the handicapped from discrimination in admission, access,
treatment, employment or use of facilities. Inquiries for assistance, clarification or possible grievances should be directed to
Mel Schmitz, MSU 504 Coordinator, Owens 210, MSU, Moorhead, MN,
56560, (218) 236-2131.
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P.

AFFIRMATIVE ACTION RECRUITING AND HIRING PROCEDURES
The following procedures constitute recruiting and hiring
guidelines for Moorhead State University. These guidelines
are consistent with the Affirmative Action Program of the
State of Minnesota and the Minnesota State University System.
1.

Initial Recruitment Procedure
a.

b.

When a position appointment has been authorized by
the Vice-President for Academic Affairs, the following
items are to be prepared prior to any recruiting for
the position:
1.

A copy of the job description on the official
MSU form, "Vacancy Notice."

2.

A list of the members of the search committee,
indicating the chairperson. (Note that page two
of the original GUIDELINES describes the composition
of the committee.) Committee members are each to
be supplied with a copy of the document, "GUIDELINES
FOR AFFIRMATIVE RECRUITING AND HIRING OF UNCLASSIFIED
PERSONNEL," with supplement.

The job description and list of Search Committee members
are to be routed and initialed as follows:
1.

Chairperson of Department

2.

Dean or other Administrative Officer

3.

Affirmative Action Officer (Evelyn J. Swenson)

4.

Equal Opportunity Offic er (Vice President for
Academic Affairs)

c.

Following clearance as indicated above, the position may
be advertised. A special list of Affirmative Action
addresses will be supplied by the Affirmative Action
Officer. Each ad must carry the statement: "Moorhead
State University is an equal opportunity/affirmative
action employer."

d.

Very soon after the position is advertised, the Search
Committee must meet to:
1.

Develop the initial evaluative screening form that
will be used in identifying top candidates and in
rejecting others. This form must relate closely to
the description of qualifications and experience on
the vacancy notice, and must be approved by the
persons listed in "b" above.
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e.

2.

At the same time decisions must be made as to how
the application papers are to be handled and processed.
When initial letters of inquiry and/or resumes are
received from persons whose qualifications meet the
basic requirements of the position, the chairperson
of the search committee will acknowledge receipt of
the letter of inquiry, and will send the applicant
a copy of the MSU "Standard Faculty Application Form"
and the SUS "Supplemental Personnel Data for Affirmative Action" form. The applicant will be required
to supply the completed application form and his/her
placement agency papers and resume. The "Supplemental
Personnel Data" form is optional.

3.

Additional suggestions for processing applications
are discussed in the original GUIDELINES.

Applicant interviews
Before any applicants are interviewed, the Committee must
also develop an interview form in order to insure uniform
and fair treatment of all interviewees. This document
must be circulated to the personnel identified in "b"
above, for prior approval.

2.

Q.

Hiring Procedures
a.

When the approved recruitment, evaluation, and interview
procedures have been completed, the Committee/Departmental
recommendation will be conveyed to the appropriate Dean
and Vice-President. Salaries are to be set by the VicePresident. Finally, the Vice-President and MSU Equal
Opportunity Officer, after consultation with the Affirmative Action Officer to insure compliance, will forward
the approved recommendation to the President of the
University for final decision.

b.

Immediately after the hiring process is completed the
report titled "Summary of the Affirmative Action Recruiting
Process" is to be written and submitted to the Affirmative
Action Officer.

c.

In order to comply with state and federal regulations,
all documents relating to recruitment and hiring must be
retained in the Department for three years.

d.

For procedures to be employed in hiring on a part-time
or emergency basis, consult with the Equal Opportunity
or Affirmative Action Officer.

LEAVES
See Articles XVII and XVIII, IFO-MEA Contract
See Articles XV, XVII, and XVIII, MSUAASF Contract

II.
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ACADEMIC AFFAIRS
A.

GENERAL
1.

Curriculum Development
Changes in the curriculum may be proposed by individual
faculty members, students, or administrators or by depart-.
ments or committees. A curriculum proposal form, available
in the Office of Academic Affairs, should be submitted to
the Office of Academic Affairs, where it is referred to
the appropriate academic dean. Departmental proposals
should be accompanied by the minutes of the department
meeting at which the proposal was approved. The dean
investigates the proposal and forwards his/her recommendation
to the Vice President for Academic Affairs.
If the proposal involves a significant change in the
curriculum, the Vice President for Academic Affairs
schedules a hearing at a time convenient for interested
participants. Up to ten representatives of the MSU
Faculty Association, and up to seven representatives of
the MSU Administration may participate in the hearing.
The Minnesota State University Administrative and Service
Faculty and the Student Senate may send up to four.
Representatives may ask questions or contribute comments
about the proposal.
The Vice President for Academic Affairs schedules appropriate witnesses for the hearing, including chairpersons,
and chairs the meeting and determines when sufficient
discussion has been held. No votes are taken and no
official minutes kept.
The Administrative Academic Affairs Council meets following
the hearing and recommends approval, disapproval, or modification in the proposals. Their action is reported in
writing to the President of the Faculty Association, the
President of the Student Senate, and the hearing representative of MSUAASF. A Meet and Confer session on the Council's
action is scheduled with the Faculty Association. If MSUAASF
or the Student Senate wishes such a session on a curriculum
matter, they must make a request within one week after
receipt of the Administrative Academic Affairs Council minutes.
The President of the University then announces through the
Vice President for Academic Affairs his final decision, which
is officially reported to all faculty and administrators and
to the Student Senate President.

2.

Advising Students
See APPENDIX at the back of this handbook.
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3.

Department Chairpersons
See Article XX, IFO-MEA Contract

4.

Grants, Research and Publications
See Article IV, Section D, IFO-MEA Contract
Because of budgetary problems, most research in the past
has been conducted either by faculty members who also carry
full teaching loads concurrently with their research or by
faculty members who obtain grants from the state or federal
government or from other sources.
The State Legislature has made available a small fund for
supplies, equipment, etc. for research projects. Faculty
members desiring to submit research proposals are urged
to contact the Coordinator of Research and Grants, Room
205, Owens Hall, Telephone 236-2181, for procedural details.
It is recognized that faculty competencies and activites
may be enhanced by fiscal support other than that furnished
directly to the University by legislative appropriation.
All activities for which support is sought from external
sources must be approved by the President. The Coordinator
of Research and Grants may be consulted for advice, and all
appli cations are to be submitted through his office for
processing as required by the State University Board and
the agency.

5.

Graduate Programs and Graduate Faculty
The Dean of Graduate Studies administers the graduate programs
with particular responsibility for admitting students to
graduate study, graduate record-keeping, and insuring that
requirements for the various degrees are met.
Membership on the Graduate Faculty is approved by the President
upon recommendation by the candidate's department chai r pers on
and the Administrative Academic Affairs Council. A full-time
member of the faculty who holds an earned doctorate in the
discipline he/she represents or who has demonstrated outstanding qualificati~n by other performance is eligible for nomination. Membership on the Graduate Faculty is a decision
independent of academic rank or tenure.
Members of the Graduate Faculty have the responsibility to
advise graduate students, serve on graduate Examination
Committees, develop and administer qualifying and comprehensive examinations, and teach graduate courses (nonmembers of the Graduate Faculty may teach graduate courses

6.
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only with the approval of the Department Chairperson and
the Graduate Dean).
More specific information concerning admission policies,
graduate offerings, and program requirements - all of
importance in the Graduate Faculty member's obligations
to his graduate advisees - are found in the Graduate
Bulletin. Specific questions are to be addressed to the
Graduate Office.
Continuing Education
University classes may be offered in the evening or on
Saturdays in several area centers including Moorhead,
Breckenridge, Crookston, Detroit Lakes, East Grand Forks,
Fergus Falls, and Wadena. The off-campus program is
directed in the Office of Academic Affairs by the Director
of Continuing Education.
Regularly employed faculty members whose on-campus classes
do not constitute a full-time load may be assigned offcampus classes as part of their regular load. Travel
expenses will be paid for such off-campus assignments.
Regularly employed faculty members who teach off-campus
courses as overloads are paid $300.00 per credit hour
and they are reimbursed for travel expenses.
See Article XII, IFO-MEA Contract.
A faculty member interested in offering a course offcampus must obtain the approval and signature of the chairperson of the department and must submit a syllabus of the
course to the department, the appropriate faculty dean,
and the Director of Continuing Education before a contract
can be issued. Any off-campus course carrying graduate
credit must also be approved by the Dean of Graduate Studies.
7.

Professional meetings and conventions
See Article XV, IFO-MEA Contract.

8.

Outside employment
See Article XXV, Section C, IFO-MEA Contract.

9.

Summer Session employment
See Article XIII, IFO-MEA Contract

10.

Faculty absence
For information on leaves of absence, see Articles XVII and
XVIII, IFO-MEA Contract and Articles XVII and XVIII, MSUAASF
Contract.
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Faculty members who anticipate absences due to illness,
surgery, hospitalization, etc. should notify their department chairperson and complete appropriate forms available
in the Office of Administrative Affairs. If these absences
are not anticipated in advance, a faculty member should
call the department chairperson and the appropriate Faculty
Dean and inform them of the situation. He should also
complete the appropriate form available from the Dean in
the Office of Administrative Affairs upon return to the
university.
Faculty members anticipating absences when the university
is in session for such reasons as attending professional
meetings, accompanying students on official university trips,
or performing their official duties should apply in advance
for permission first to the department chairperson and then
by completing the appropriate form in the Office of Administrative Affairs.
Nine-month faculty members may be absent from campus whenever the university is not officially in session.
11.

Faculty-Authored Texts
According to Minnesota Law, faculty members who have published
books may not designate such books as required texts without
the written permission of the appropriate faculty dean.

12.

Minority Student Affairs
The Minority Student Affairs Office is located in the
Department of Minority Group Studies in MacLean 343. Its
purpose is to provide the students with academic and personal
counseling necessary to insure minority students success at
Moorhead State University. It also seeks to create an environment on the campus where a balanced interchange of cultural
experiences can occur. For more information call 236-2832.

13.

Confidential Records of Students
Confidential information about students at Moorhead State
University is maintained in several offices. Such records
are on file only when students have utilized the services of
such offices and are solely for the purposes of maintaining
essential records, providing required reports to governmental
agencies, and furnishing services to students.
Students are entitled to examine their own personal records
with the exception of medical records, confidential recommendations submitted by other persons prior to January 1, 1975,
and parental financial information submitted prior to January
1, 1974, when disclosure has been specifically restricted by
parents.
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Records will not be released to other persons without
permission from the student except to those officials
or agencies with specific legal authorization. Normal
directory information may be made public, including name,
address, date of birth, major field of study, date of
graduation, degree, next of kin and address, enrollment
classification, telephone number, and current enrollment.
14.

Appeal of Academic Policies
A student seeking to waive a graduation requirement or
similar academic policy should see one of the following
to determine the procedure if an appeal is necessary:
Assistant to the Vice President for Academic Affairs,
Registrar, or the appropriate Dean.
The student completes an appeal form including a faculty
advisor's statement and signature and submits the form
to the Office of Academic Affairs. The Committee on
Academic Appeals reviews the appeal and submits a
recommendation to the Vice President for Academic Af fairs,
who will make the final decision to approve or deny the
appeal. A student who is not satisfied with the decision
of the Vice President may submit a written appeal to the
President of the University.

15.

Stu~ent

Absences

Students are expected to attend all class meetings unless
they are ill or officially excused as the result of
participation in a college function. However, faculty
members may or may not take roll in their classes and they
mayormaynotlower the marks of students for the sole reason
of unexcused absences. If a faculty member has a policy
of penalizing for nonattendance, he/she must (1) announce
the policy regarding penalty fo r nonattendance at the first
class meeting of the quarter, (2) not penalize the student
for nonattendance unless the student is absent without
official excuse more class periods during the quarter than
the number of periods the class meets each week (or more
than two class periods during a summer session), and (3)
submit in writing to the Vice President for Academic Affairs
an explicit policy statement.
In cases of individual absence due to illness, a faculty
member may call the Health Service for verification of the
illness causing the absence. In cases of family emergency,
military obligations, or other unavoidable causes of absence
the student should consult the Office of Student Personnel
Services.
There will from time to time be groups
from class because of participation in
Before such event can be scheduled, it
the appropriate dean or vice president

of students absent
student activities.
must be approved by
at least two weeks
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prior to the event. Course-related events, such as field
trips, must be approved by the department chairperson.
Scheduled events that conflict with regularly scheduled
final examinations must be approved by the Vice President
for Academic Affairs.
When an event has been officially scheduled a list of
participants must be sent at least one week prior to the
date of the event by the advisor or faculty member responsible to all concerned faculty. Absences of students on
these participant lists will be regarded as excused absences.
Within the limits of feasibility an excused absence assures
a student of the right to make up the class requirement
missed. The nature, time and place of the make-up work
is at the discretion of the instructor involved. It is
the student's responsibility to consult with the instructor
regarding the make-up requirements prior to the absence,
except in cases of emergency.
If the required work seems to be excessive or arbitrary,
the student has the right of appeal to the Committee on
Student Academic Appeals.
16.

Cheating in the Classroom
Course instructors should take all reasonable measures
to prevent cheating in the classroom, and should make
clear to the students the consequences of cheating.
When the instructor has convincing evidence of cheating,
he may take any of the following actions:
1.

Assign a failing grade to the paper, examination,
report, etc., on which the student cheated.

2.

Assign a failing grade for the course in which
the student cheated.

In either case he must inform the student and, may, but
is not required to, report the offense and his/her action
to any or all of the following: the Registrar, the VicePresident for Academic Affairs, and the Vice-President
for Student Personnel Services. If the offense is reported,
the student must simultaneously be notified.
Any student who has been accused of cheating has the right
to appeal to his/her advisor, the department chairperson,
the faculty dean, the Vice-President for Academic Affairs
and, ultimately, to the President of the University.
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17.

Evening Courses
Each evening course is required to meet at its regularly
scheduled times throughout the quarter. The normal
number of meeting times is eleven, but under no circumstances may a class meet fewer than ten times. If the
usual day(s) of the week scheduled for the course correspond to any days of the "final class schedule," the
course meets during those days.

B.

REGISTRAR'S OFFICE
1.

Assignment of class rooms.
Rooms for classes and laboratory sessions are all
scheduled through the Office of the Registrar.
Classes may be moved only after the receipt of
permission to do so from the Registrar.

2.

Class Periods
The first class period of each class day (Monday
through Friday) during the regular academic year
begins at 8:00 a.m. and ends at 8:50 a.m. The
second class period begins at 9:00 a.m. Classes
continue throughout the day until the end of the
tenth class period at 5:50 p.m. Many other classes
are scheduled at various times in the evenings.
The summer session class schedule varies somewhat
from that of the academic year (see Summer Bulletin).

3.

Course Schedules
Schedules of courses to be offered are prepared by
the departments, subject to approval by the Office of
Academic Affairs, and submitted to the Registrar.
Course schedules for summer sessions are requested
about December 1 by the Director of Summer Sessions.

4.

Pre-registration
Pre-registration for winter and spring quarters
occurs approximately one week prior to final examinations during the preceding quarter. Pre-registration
for currently enrolled students for the fall quarter
is held about one week prior to spring final examinations.
Incoming students for the fall quarter are registered
during the summer or just prior to fall quarter.

5.

Arranged Class Permits
These forms (available in the Registrar's Office) are
to be used for either (1) making special arrangements
with students for classes not assigned specific rooms,
credit hours, and/or times (marked Arr. on course schedule)
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or (2) permitting students to enter a class that is
officially filled. They should not be used as a means
of reserving class space in advance of registration.
6.

Examinations
All instructors of courses are expected to evaluate
effectively the performance of the students in their
classes. However, there may be some classes where
formal examinations may not be appropriate. Many
faculty members give major examinations at approximately
the middle of each term and again at the end of the term.
Final Class Periods during the last week of the quarter
are scheduled by the Registrar and each one may last for
as long as two hours. These class periods may not be
rescheduled without the permission of the Vice-President
for Academic Affairs.
All instructors are expected to utilize the Final Class
Schedule for its intended purpose; i.e. final examinations
or other appropriate classroom activity. Failure to
formally utilize this schedule creates undesirable
pressure on instructors who are conscientiously trying
to make maximum use of available time.
Student requests for early examinations should be
referred to the appropriate dean.

7.

Change of Program (Adding or Dropping Courses)
Program changes include adding courses or withdrawing
from courses after the student has initially made class
reservations.
A class may be added within the following time limits
only:
a.

Fall-Winter-Spring -- Through the tenth class day
of the quarter.

b.

Evening and off-campus classes -- Through the second
meeting of the class.

c.

Summer Sessions -- Through the fifth class day of the
session.

A student may withdraw from a class only within the
following limits:
a.

Fall-Winter-Spring -- At least ten class days before
the official closing date of the quarter.

b.

Summer Sessions -- At least five class days before
the official closing date of the session.
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No entry is made in the student's record if a class is
dropped within the first ten class days of a quarter (or
equivalent for evening and summer.) A class dropped after
the first ten class days (or equivalent) and before the
last ten class days appears on the student's record as a
withdrawal ("W"). The date of a program change will be
the day when the final step of the process above is completed.
To withdraw from an evening class, either on-campus or offcampus, the student must notify both the instructor and the
Registrar in writing at least ten days before the end of the
quarter.
The instructor submits a grade of "F" if the student does
not complete the course and does not follow the formal
procedure for withdrawal.
8.

Withdrawal From Enrollment
To withdraw from all courses in which the student is
enrolled, he/she must complete the Student Withdrawal
form available from the Counseling Center.
A student who withdraws from the University without
following this procedure will receive a grade of "F"
for each course in which he is enrolled.

9.

Final Term Grades
Final class lists will be sent to the instructors
approximately one week prior to final examinations.
Final grades are expected in the Registrar's Office
within 48 hours after the last scheduled examination.
It is imperative that all grades be in on time to
include them in grade reports to students. Passing
grades include A, B, C, and D. For a failure the grade
of "F" is used.

10.

Incomplete Credits
The mark of "I" (Incomplete) is granted when the student
is unable to complete course requirements for reasons
beyond his/her control and when arrangements have been
made with the instructor prior to the end of the quarter.
In computing GPA, an Incomplete is considered an "F"
until it is changed by the instructor.
It is the responsibility of the student to ascertain
the instructor's requirements for making up an Incomplete.
An Incomplete should be made up during the next quarter
in which the student is enrolled. When requirements
have been met, the instructor must notify the Registrar
of the replacement grade.
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A student who wishes to make up an Incomplete by attending
the class in a subsequent quarter must register and pay
for the class as a repeat.
11.

Pass-No Credit Grades
Any student with sophomore, junior, or senior standing
may take one course per quarter for Pass-No credit grades
in areas outside his major or minor field. Pass-No
Credit courses may not be applied to General Studies.
A student may apply up to 24 credits under the Pass-No
Credit option to a baccalaureate degree program. No course
which the student has previously failed may be repeated
under the Pass-No Credit option. Pass-No Credit courses
are not included in computing grade point average.
A grade of "S" is recorded for any course successfully
completed under the Pass-No Credit option. No entry will
be made if the student fails to earn credit. A Pass-No
Credit agreement form, available from the Office of
Admissions and Records, must be signed by the student and
his advisor and returned to the Office of Admissions and
Records on or before the tenth class day of the quarter.

12.

Pass/Fail Courses
Certain courses the nature of which makes it impossible
to differentiate between passing grades may be offered
on a pass ("S") or fail ("F") basis upon receipt of
permission from the Vice President for Academic Affairs.
All students in such courses must be graded on a "S" or
"F" basis.
Student teaching and internships are always graded on
a pass-fail basis.

13.

In-Progress Courses
When the nature of the course, for example a master's
degree thesis, is such that the requirement for it cannot
be completed during a quarter, a grade of "X", to signify
"In Progress", should be submitted. An "X" grade should
not be confused with, nor used in lieu of, an Incomplete
("I") grade. In computing the cumulative GPA, the "I"
grade is considered as an "F"; an "X" grade is not counted
at all. Forms are available in the Registrar's Office
for conversion of an "X" grade.

14.

Change of Grade
Any change of a grade on the official grade report
must be made by the instructor who should personally
contact the Registrar.
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15.

Auditing Courses
A student who wishes to audit a course (i.e. attend without seeking credit) must be admitted to the University,
register for the course, and pay full tuition and fees.
An "audit" student may attend all class sessions but is
not required to complete assignments or projects, participate in discussions, take examinations, or meet other
requirements. A student may declare the intent to audit
a course by submitting a Course Audit forn signed by the
instructor within the first ten class days of a quarter
or by notifying the instructor at the time of registration
in an evening class, workshop, or off-campus course. A
student may not receive credit for auditing a course except
by re-enrollment for credit and successful completion of
the course in a subsequent quarter. An entry of "V"
is made on the student's permanent academic record when
a course is audited without credit.

16.

Grade Point Average
All study for University credit is recorded with the
following grade point assignments:
"A" Excellent - 4 grade points per credit
"B" Above Average - 3 grade points per credit
"C" Average - 2 grade points per credit
"D" Passing - 1 grade point per credit
"F" Failing - 0 grade points per credit
"I" Incomplete - 0 grade points per credit
The grade point average (GPA) is computed by dividing the
number of grade points earned in a given course by the
number of credits attempted.
Credits with grades of "S", "X", "V", or "W" are not
included in computing the grade point average.
Credits with grades of "F" or "I" are included in computing the grade point average.
Only those credits and grades earned at Moorhead State
University are used to compute the GPA for (a) awarding
scholarships, (b) recognizing honor students, or (c)
determining scholastic qualifications for graduation.

17.

Repeating Courses
A student may repeat any course once only. A student may
not repeat a course to improve a previous grade of "C"
or better in that course.

(17)
Since the fall quarter of 1974 when courses have been
repeated, only the higher grade earned is used to compute
any grade point average.
18.

Midterm Deficiency Reports
Instructors should fill out Academic Deficiency Notices at
mid-quarter for any students doing failing work at that time.
Notices may also be submitted for students who are below a
"C" but passing or who are doing work below their capabilities.
Forms are available in the Registrar's Office.

19.

Credit by Departmental Examination (Challenge of MSU Courses)
A student may challenge a course at Moorhead State University
through an examination for credit if (1) the course can be
properly evaluated on the basis of such an examination, (2)
the appropriate department gives its approval and (3) the
required fee ($5 per credit sought) is paid in advance to the
Business Office. The application form for challenge Examinations is available in the Office of Academic Affajrs.
If the student receives a Pass grade, the credit is placed
on his permanent record. If he fails the examination, the
form is placed in his file but not entered on his transcript.
No student may repeat any examination for credit.

20.

Class Lists
Three class lists are sent from the Registrar's Office to
department chairpersons for distribution to faculty each
quarter:
Preliminary List: first week of classes
Second List (after additions and drops): third
week of classes.
Final List (for reporting grades): prior to
final exams.

C.

EXTERNAL STUDIES
The External Studies program is a degree program designed for
adults 25 years of age or older. Distance from the campus,
extensive community or family responsibilities, employment, and/
or eligibility for experiential credit are the criteria used for
assessing whether the adult stuJ ent is admissible.
Before applying for admission, the student must complete an educational planning course. This course is designed to help the adult
student assess whether past experiences and training can be considered an integral part of a degree program at Moorhead State and
help him/her choose the necessary course work for completion of
that program.
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A number of External Study options are available to admitted
adult students. These options include independent study,
individualized classes, and instructional packages. In addition,
students also use both on-campus courses and courses offered by
the Division of Continuing Education to complete degree programs.
The External Studies program is administered by the Director of
External Studies.
D.

NEW CENTER FOR MULTI-DISCIPLINARY STUDIES
The New Center, a two-year program of multi-disciplinary studies,
provides an alternative experience of higher education for MSU
students, and is especially helpful to students who are unclear
about their educational or career objectives or who need remedial
assistance. The curriculum focuses on values clarification, goalsetting strategies, assessment and evaluation skills, and decisionmaking techniques. These procedures are practiced in courses that
are problem or issue-oriented. The New Center, housed in Murray
Commons, is open to anyone who has a high school diploma or GED
certificate and who can benefit from the program.

E.

EDUCATIONAL SERVICES
1.

Audiovisual and Television Services Centers
Services available to faculty members include (1) rental
of instructional films from a variety of sources; (2)
booking of films from the Tri-College University Film
Library; (3) audiovisual equipment loan and repair; (4)
production of slides, transparencies, posters, signs, photographs and other video-tape production and campus-wide CCTV
distribution of videotaped presentations.
A guide to Media Services and a Tri-College University Film
Library Catalog is published annually and is available at the
AV Service Center. For additional information concerning AV
Services call 2295; for information concerning television
services call 2233.

2.

Library Services
The library staff encourages an active and continuing exchange
between library and classroom faculty. Classroom instruction
in the use of library materials will be presented upon request.
Books are circulated to faculty members on a quarterly renewal
basis. Periodicals are circulated to faculty members for short
periods upon request. Interlibrary loan cooperation in the
Tri-College University Library Consortium and MINITEX, the
state library network, make the collections of other libraries
readily available.
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Materials may be selected and purchased through an all•K;.ition made annually to each department. Material requests
should be submitted through the departmental represenLH i "· e
on the approved order form. Books may be placed in the re~erve
book collection by filling out a form available at the (irc~
lation desk. The Guide to Media Services, published annually,
includes detailed information about these and other library
services. A copy is available upon request at the circulation desk. For more information about library services call
2922.
3.

Computer Services
The University has access to four computer systems, three of
which are very large systems located outside of Moorhead
while one medium scale system is located on the campus.
All of the administrative computing is done either on the
State University System's central administrative computer
located in St. Cloud or on the Univac 90/30 located on campus.
Access to the St. Cloud computer is by way of a leased phone
line using the Univac 90/30 as a slave computer when connected
to the central system at St. Cloud.
The academic computing is done using terminals connected to the
world's largest timesharing computer system located in the
Twin Cities, and/or on the State University System's academic
computer located at Mankato, or on the Univac 90/30 here on
campus. There are 12 Decwriter II terminals, 6 teletype terminals and 6 video display terminals available to access the
large timesharing system accomodating 24 Moorhead State users
simultaneously. Access to the Mankato Univac 1106 system,
the central academic computer for the State Universities, is
accomplished through a Univac 1004 remote job entry terminal
located in the Computer Services area, connected to St. Cloud
via a leased phone line.
Services proveded to faculty members include test scoring
(when specially-designed response cards are used), statistical
analysis of research data, assistance in preparing data for
computer processing, and assistance in using any of the
academic computer systems.
The Computer Service is located on second floor, Flora Frick.
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III.

ADMINISTRATIVE AFFAIRS
A separate handbook covering the following areas is available
from the Office of Administrative Affairs:
Pay Periods
Faculty Lounge
Credit Union
Teachers Retirement
Supplemental Retirement
Employee Group Insurance
Secretarial Services
MSU Bookstore
Office Assignments
Smoking Regulations
Telephone Service
Parking
Tax Sheltered Annuities
Travel
Educational Supplies and Equipment
Office Supplies
Duplicating Services
Dining Facilities
Keys
Related Areas
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IV.

OFFICE OF STUDENT AFFAIRS
The Vice President for Student Affairs has the general administrative responsibility for the following offices:
A.

Personal Growth and Counseling Center
The services of the Center include individual counseling
(personal, social, vocational and academic), interaction
groups, testing, and vocational planning. In addition,
the Center maintains a very complete and up-to-date
occupational library in cooperation with the Placement Office.
The guidance services of the Center are available at no charge
to all Moorhead State University students. The Center is
located on the first floor of Flora Frick Hall.

B.

Student Financial Aids
Located in Owens Hall, it has the responsibility for administering the various loan, grant, and scholarship programs
as well as the employment program. Some state funds are
available for the employment of students to perform clerical
and maintenance tasks as well as the more specialized
activities related to instruction. Typically, a department's
allocation of state student help is insufficient to hire all
the student help that might be desired and the chairperson
must divide the allocation as equitably as possible.
When a student is employed, a "Request for Student Employment
Time Card" form should be sent to the Financial Aids Office.
Student employees can be paid on schedule only if the employment processes are completed and the time card is submitted
by the deadline announced periodically by the Financial Aids
Office.
The major campus student employee payroll is for work done
under the federal work-study program. Most of each work-study
payroll dollar is from federal funds with the balance from
appropriations by the state legislature. In addition, there
is a state work-study program.

C.

Housing Office
The Housing Office, located in Ballard Hall, is responsible
fo r the selection and training of the residence hall staff;
the implementation of policy within the residence halls,
coordination of educational, social and recreational programs
within and among the individual residence halls; and the
advisement of the individual dorm and inter-dorm governing
groups and their activities.
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D.

Health Service
The Noble Hendrix Health Service located in the basement
of Dahl Hall provides facilities for Moorhead State University
students who are in need of out-patient medical care including
prescription service.

E.

Career Planning and Placement Center
The Career Planning and Placement Center, located in Owens
Hall, assists graduating seniors and alumni in finding job
opportunities commensurate with their skills and educational
backgrounds. Students who will graduate in the spring or
the summer of the next year are urged to contact Placement
in early fall prior to their graduation. A file of job
opportunities for current students is maintained in the
Job Shop, Owens 209.

F.

Comstock Memorial Union
The Union serves as a center of campus life . Faci lities
are available for programs, recreation, relaxation, and
various other services.

G.

Student Activities Office
The Student Activities Office, located in Comstock Union,
serves as a resource office to all student organizations,
coordinates campus wide scheduling, and serves as a centralized publicity center for all activities.

H.

Veterans' Affairs Office
•The Veterans' Affairs Office, located in Owens 107, provides
counseling, GI Bill certifications, and tutorial assistance
for veterans and is concerned with recruiting veterans and
veterans' dependents.

I .

Admissions Office
The Office of Admissions is organized to provide avenues of
communication with prospective high school students and
junior college, AVTI, and other transfer students, foreign
students, and continuing education students. The office
processes all under-graduate applications and admits students
to the University.

J.

International Student Advisement
The International Student Advisor counsels and advises international students regarding academic life and immigration
regulations, and advises the American student regarding work,
travel, or study abroad. The advisor initiates and collects
all correspondence and records of foreign students previous
to admission.
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V.

UNIVERSITY RELATIONS
A.

Internal Communications
The Office of University Relations has the responsibility
for gathering and disseminating news of general college
interest relating to personnel, academic programs, services,
committee actions, etc. Faculty members are encouraged to
submit items concerning their own accomplishments and publications, some of which can subsequently be developed by the
College Information Service for the public news media or
Continews.
The Campus Directory, listing names, addresses and telephone numbers of students, faculty and staff, is published
at the college in the fall. Since the information for the
Directory is duplicated from computer listings, faculty
members are responsible for getting correct information
to the President's Office on or before September 15.
Continews, a weekly newsletter published during the
academic year, is supervised by the Director of Publications.
It attempts to inform the campus community about faculty
achievements and group events, as well as information and
issues of general interest to the campus. Items should be
submitted at least one week before publication.
Staff Notes is a monthly newspaper for the classified staff
on campus. It is published monthly by authorization of the
Staff Senate and is administered through the Office of
Administrative Affairs.

B·

The Information Service
The University Information Service functions through the
Office of University Relations. The Office maintains local,
area and state media mailing lists as well as selected
addresses of state and national educational associations and
other professional offices which have interests related to
higher education. Mailings to the news media are made once
a week or more often if warranted. The Information Service
also maintains files of general college information and
faculty information, as well as a limited clipping service.
The Information Service can better assist faculty members in
publicizing an event if there is sufficient advance notice.
Press conferences, when warranted, can also be arranged.
Again, notice well in advance is necessary for scheduling.
The Moorhead-Fargo area is served by The Forum, published
weekdays and Sunday; WDAY-TV, Channel--6-(NBC), Channel 4 (KXJB)
(CBS); KTHI-TV, Channel 11, (ABC); and KFME-TV, Channel 13,
an educational television station. The commercial radio
stations, most of which offer both AM and FM, are WDAY, KFGO,
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KFNW, KQWB, all in Fargo; and KVOX in Moorhead. KCCM-TV
(91.1) with studios at Concor dia College, is one of t he
stations of the Minnesota Educational Radi o Network .

c. Official Univer sity Publ icat i ons
Universit y pub licat i ons are supervised by the Director of
Publications who serve s as coordinator with university offices
and departments, the state printer and the commercial printers
who are awarded contracts. The Director of Publications also
must approve and schedule all brochures or other printed
materials intended for distribution beyond the campus.
Editorial, photographic and graphic designs are also available through the Director of Publications and supporting
staff in the Office of University Relations. Publications
for which limited state funds are available include the
General Catalogue; the Graduate Catalogue; the Summer Session
Bulletin and post and summer workshop brochures, published
annually; the Bulletin, a magazine for high schools and
alumni published quarterly; and special brochures of an alluniversity nature. Student publications are not a responsibility
of the Office of University Relations.
D.

The Advocate
The University newspaper, The Advocate, is a weekly newspaper
published during the regular academic year. The Advocate is
a university-based, community supported, student-run newspaper
staffed by students and supervised by a publisher whose appointment is recommended by the Mass Communications Department subject to the approval of the President of the University and the
President of the Student Senate. Financing for the newspaper
is provided from student activity funds, the University administration and advertising. Offices for The Advocate are
located in the Student Union.

E.

University Printing and Duplicating Services
Printing and duplicating services are under the general supervision of the Vice-President for Administrative Affairs. For
details concerning policies and procedures, see the Administrative Handbook.
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VI.

UNIVERSITY ORGANIZATIONS
A.

Faculty Association
The MSU faculty Association is an organization open to MSU
faculty members who are eligible, as specified by the Minnesota
Director of Mediation Services, and have paid dues. The
Faculty Association is a member of the Inter-Faculty Association(IFO), a state-wide group of faculty associations of the
seven Minnesota State Universities. The IFO is the exclusive
representative of the faculty for purposes of collective bargaining under the Minnesota Public Employees Labor Relations
Act.

B.

MSU Association of Administrative and Service Faculty.
The ASF is the exclusive representative of non-teaching
unclassified employees at MSU.

C.

Moorhead State University Club
The University Club (formerly MSU Faculty Wives' Club and MSU
Women's Club) is open to all full-time MSU employees. Its
activities include regular monthly meetings with programs,
special interest groups, participation in annual all-university
events, and sponsorship of the Nona Murray Scholarship Fund
and the annual birthday scholarships. Dues are $2.00 per year.

D.

Moorhead State University Foundation, Inc.
The MSU Foundation serves as the "umbrella" for fund-raising
and development programs. It is directed by the President of
the University and a board of 24 officers and directors.
1.

Alumni A$sociation
The MSU Alumni Association maintains an address list of
former MSU students, publishes a quarterly alumni information magazine, co-sponsors the annual homecoming celebration and participates in other annual all-university
events in addition to providing scholarships for MSU
students. It also maintains an activity grant fund for
use by organizations, individuals who wish to sponsor
programs beneficial to MSU, its students, or alumni.
Membership, which is open to faculty as well as former
students, is available on an Associate, Active (regular),
or Honor Roll level.

2.

The Phoenix Society
The Phoenix Society is an organization of employees,
alumni, and friends of the University who wish to contribute $500.00 over a period of 5 years. Its purpose is to
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provide funds for activities that help maintain MSU's
"edge of excellence" but are not financed through state
moneys. Quarterly special events are held.
3.

The Presidents Club
Membership in The Presidents Club is by invitation upon
election by the Board of Directors of The MSU Foundation.
Members contribute $500.00 per year for 5 years. At
least one annual social event is held.

E.

Dragon Athletic Club
The Dragon Athletic Club is an organization of alumni and
friends of MSU who work to support the MSU athletic program.
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ADVISING APPENDIX
Academic advising of students is a function of major importance to
faculty members and requires a substantial portion of their time. (See
Article X, Section A, IFO-MEA Contract.) Coordination of academic advising is assigned to the Assistant to the Vice President for Academic
Affairs.
Freshman advisors are selected by the Vice President for Academic Affairs,
after consultation with the department chairperson, and assigned about 25
students each. Freshmen who have declared majors in particular departments
are assigned advisors from that department, if possible. Freshman advisees
may be reassigned by the chairperson of the major department during the
spring quarter of their sophomore, junior and senior years.
Freshman advisors are asked to participate in training sessions and to
cooperate in a structured interview, assessment, and referral program
during the Fall Quarter. All advisors are expected to post reasonable
hours on their office doors so that their advisees may contact them.
The advisor should assist the student in selecting a suitable program
and should sign the student's registration form to indicate that this
advice has been given. Change of Program forms and Application for
Graduation forms must also be signed by the advisor. The Advisor is
supplied with the available high s~hool records, testing information,
midtern deficiency reports and grade reports to assist in arriving at
sound recommendations to the student.
Each quarter the Office of Academic Affairs in cooperation with the
Registrar's Office prepares a list of students who have become subject
to suspension because of substandard grade point averages. The faculty
advisor of each such student is notified. Students whose academic
achievement is below standard but not so seriously as to warrant suspension are also sent letters explaining probation and suspension policies
and suggesting sources of assistance. Faculty advisors also receive
copies of these letters. Advisors should contact their advisees who are
in either of the above categories and help them examine their academic
goals and their current academic progress realistically.
If advisors of upper-class students leave the University or are unable
to continue this function, the department chairperson reassigns the
advisee and notifies the Registrar of the change. If an upper-class
student changes his/her major or has a good reason to change advisors it
may be done by the completion of a Change of Major and/or Advisor form
which is availabl~ in the Registrar's Office. The student contacts the
chairperson of the new major department to obtain the new advisor's
name and returns the completed form to the Registrar. The Registrar
notifies the old advisor of the change and the old advisor forwards the
student's file to the new advisor.
In order to prevent confusion the Registrar sends a list of advisees
to each advisor some time after the start of each quarter. If a student
appears seeking official advisement and his/her name does not appear on
this list, the student should be asked to report to the Registrar's
Office to clarify the matter.
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Under the Student Advisor Program, supplemental academic advising
is provided by approximately 30 well-qualified upper-division
students who work through the Office of Academic Affairs under
the supervision of the Assistant to the Vice President for Academic
Affairs. Student advisors are nominated by their respective departments and are paid a small sum for their part-time services.
Student advisors, under the guidance of department chairpersons,
are responsible for summer pre-registration of entering freshmen
and transfer students.
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Advisor Directory
(Page references to Academic Bulletin, General Information Bulletin,
Faculty Handbook, Student Handbook, and Directory. Individuals in
charge given where appropriate.)
Absences.

Fac. Hdbk.

plO

CLEP Tests. Acad. Bul. p7
Vicki Anderson 2161

Academic probation and suspension.
Acad. Bul. p8 Lois Selberg 2762

Common Market.

Adding classes.

Conduct, Student.

Acad. Bul. plO

Acad. Bul. p9
Stu. Hdbk. p29

Admission to MSU. Gen. Inf. Bul.
p4 Floyd Brown 2161

Continuing Ed. Classes.
Schmider. 2118

Advanced Placement.

Course Descriptions.
Bulletin.

Acad. Bul. p6

Advising students. Fac. Hdbk.
Appendix. Lois Selberg 2762
Advisor changes. Acad. Bul. p9
Registrar's Office 2161
Appeals of academic policies. Fac.
Hdbk. p10, Acad. Bul. p11 Lois
Selberg 2762
Associate degrees.

Acad. Bul. p4

Auditing courses.
Fac. Hdbk. p15

Acad. Bul. p7,

Calendar.
Appendix
Campus Map.

Acad. Bul. p6, Fac. Hdbk.
Student Handbook p22

Course Offerings

Credit by Examination.
Fac. Hdbk. p17

Acad. Bul. p6,

Department Chairpersons.
Discipline, Student.

Mary Ellen

Directory p8

Stu. Hdbk. p29

Dropping and adding courses.
p10, Fac. Hdbk. p13
Evening Classes.
2118

Mary Ellen Schmider

Exemption from requirements.
p9
Expenses.
p16,17,26

Acad. Bul.

Acad. Bul.

Stu. Hdbk. p9, Gen. Inf. Bul . .

Career Planning. Mel Schmitz 2131
Fac. Hdbk. Appendix

External Studies. Acad. Bul. p5, Fac.
Hdbk. p17 Audrey Jones 2118

Challenging courses.
Fac. Hdbk. p17

Faculty List.
Affairs 2762

Acad. Bul. p6

Chairpersons, Department.
p8

Acad. Bul.

Fees &Expenses.
Inf. Bul. p16

Change of Advisor.

Acad. Bul. p9

Financial Aids.

Change of program.
Fac. Hdbk. p13

Acad. Bul. p10,

Food Service.
(ARA) 2500

Cheating in Classroom.
pll

Fac. Hdbk.

Available from Academic
Stu. Hdbk. p9, Gen.
2115.

Stu. Hdbk. p8

Acad. Bul. p12

Foreign Student Affairs.
2171

Les Boeder

Eileen Hume
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Freshman Advising. Fac. Hdbk.
Appendix Lois Selberg 2762

Pass-No credit grades.
p7, Fac. Hdbk. p14

General Studies.

Placement and Career Planning 2131
Teaching - Mel Schmitz
Non teaching - Forster Davis

Acad. Bul. pl

GPA (Grade Point Average). Fac.
Hdbk. pl6, Stu. Hdbk. p3, Acad. Bul.
p7, Harriet Powers 2161
Graduate Studies. Graduate Bulletin
Ben McCashland 2118
Graduation Requirements.
pl

Acad. Bul.

Probation. Acad. Bul. p8
Programs. Gen. Inf. Bul. p6,7,8
Acad. Bul. Introduction
Reciprocity.
Engberg 2161
Refunds.

Health Service.

Acad. Bul.

Acad. Bul. pl2

Don

Acad. Bul. pl0,13

Stu. Hdbk. pll
Registration.

Honors, Academic.

Acad. Bul. p9

Acad. Bul. p8

Honors Convocation.
2762

Repeating Courses.

Fac. Hdbk.

Resident credits.

Acad. Bul. p5

pl6

Lois Selberg

Housing. Elliott Garb 2118, Stu.
Hdbk. pl2

Resident tuition status.
2161

Human Relations.
Eileen Hume 2171

Scholarships. Development Office.
John Jenkins 2555

Incompletes.

Acad. Bul. p3

Student Advisors.
or call 2282

Acad. Bul. p8

Individualized Major. Acad. Bul.
p2,34 Lois Selberg 2762
Interest Tests.
2227
Internships.
Job Shop.

Lois Selberg 276

Student Activites (Extra-Curricular
Stu. Hdbk. pl5, Brent Moore 2174

Counseling Office
Student Teaching.

David Nelson 2762

Stu. Hdbk.

Late Registration.
Don Engberg 2161

Suspension. Acad. Bul. p8
Selberg 2762

Acad. Bul. p9

Teacher Education.
Fen. Inf. Bul. pl2
Transcripts.

Minority Students.

Lois

Acad. Bul. p2,3

Acad. Bul. pl3

Fac.
Transfer students. Gen. Inf. Bul.
Acad. Bul. p5 John Tandberg 2161

Bert Valdez 2832

National Student Exchange.
Selberg 2762

Lois

Del Corrick 2954

Off-campus /courses. Acad. Bul. p8,
Mary Ellen Schmider 2118
Pass-Fail courses.
Fac. Hdbk. pl5

Acad. Bul. p3

plO

Midterm Deficiency Notices.
Hdbk. pl6

New Center.

Don Engbe

Acad. Bul. p7,

Tri-College University. Acad. Bul.
Fac. Hdbk. p2 John McCune 2844
Tuition.
Bul. pl6
~

Two-year

Stu. Hdbk. p9, Gen. Inf.
Progr~.

Acad. Bul. p4

Veteran's Services & Information.
Acad. Bul. p5, Les Bakke 2171

Withdrawal from classes.
plO, Fac. Hdbk. pl3,14
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Acad. Bul.

Withdrawal from college. Acad. Bul.
plO, Counseling Office 2227
Writing clinic.

English Dept.

2235
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RESOURCES FOR STUDENT HELP
I. General
Interest and vocational testing - Counseling and Personal Growth
Center (2227)
Career Planning - Placement Service

(2131)

Emotional and personal counseling - Counseling Center (2227)
See also Education 189 Personal Development (Interaction
groups) 2 credits.
Appeals of academic regulations and related individual problems Academic Affairs (2762)
Health Problems - Health Service

(2211)

Financial Problems - Financial Aids

(2171)

I I . Reading and Writing Skills
Courses
English Department (2235)
* English 090 Basic Grammar (1)
English 286 - Practical Writing (3)
English 287 - Technical Report Writing (3)
English 195 - Effective Reading (4)
New Center (2954)
* MDS 90 - Sentence Improvement (2)
* MDS 91 - Paragraph Development (2)
* MDS 92 - Reading Development (3)
Writing clinic. English Department - Keith Tandy
to all students. No credit.

(2235)

Open daily

III. Other Academic Skills

* MDS 117 - College Survival Skills (2) New Center
* MDS 93 - Mathematics (3) New Center (2954)
*

(2954)

Media Education 200 Using the Library Effectively (1-3)
Evening, Winter Quarter. Karen Kivi (2922)
Bus Ed 90 - Basic Typewriting (3) Business Department (2165)
Tutoring in mathematics available to students enrolled in
math courses, 6 hours daily. Mathematics Department
(3229)

* Not applicable toward a degree.
permits.

Open to all students as space

(33)

SCHEDULE OF ACTIVITIES INVOLVED IN FRESHMAN ADVISING
Fall Quarter
Freshman advisors'meeting with Registrar Don Engberg. Student
information, forms, and other material distributed.
Departmental orientation for new students - Chairperson and/or
advisors review opportunities, requirements, careers etc.
(Undecided students meet with "General" student and faculty
advisors.)
Review of Schedules of freshman who pre-registered in the summer
and program planning for freshmen who are about to register.
Individual Interviews using Interview Guide early in Fall Quarter.
The summary and referral form should be sent to the counseling
office.
Midterm deficiency notices are sent to advisors the week following
midterm. Freshmen in obvious trouble should be contacted.
Pre-registration for Winter Quarter.
able to assist.

Student advisors are avail-

Final grade reports sent to advisors 2 weeks after quarter ends.
Winter Quarter
Advisors receive copies of academic "warning" letters sent to
their advisees. The letter suggests that these students see
their advisors for help.
Midterm deficiency notices are sent to advisors.
Pre-registration for Spring Quarter.
able to ass1st.

Student advisors are avail-

Review of "Individual Interview" forms with advisees now or early
spring to determine if significant changes have occurred.
Final grade reports sent to advisors 2 weeks after quarter ends.
Spring Quarter
Academic "warning" and "Subject to Suspension" letters mailed with
copies to advisors.
Midterm deficiency notices are sent to advisors.
Pre-registration for Fall. Student advisor help is not usually
available Spring Quarter.
Final grade reports sent to advisors 2 weeks after quarter ends.
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The 1977-78 Academic Calendar
FALL QUARTER
Faculty Meeting
Final Registration
New Student Orientation
All Classes Begin
Midterm
Final Class Schedule
Official Closing Date

Tuesday, September 6
Tuesday-Wednesday, September 6-7
Tuesday-Wednesday, September 6-7
Thursday, September 8
Wednesday, October 12
Thursday-Saturday, November 17-19
Tuesday, November 22 (Grades due 3 p
Total duty days Fall quarter:

57

WINTER QUARTER
Final Registration
All Classes Begin
Holiday Recess (No Classes)
Midterm
Final Class Schedule
Official Closing Date

Monday, November 28
Monday, November 28
Saturday, December 17-Sunday, Januar;
Tuesday, January 24
Monday, February 27-Wednesday, March
Friday, March 3 (Grades due 3 p.m.)
Total duty days Winter quarter:

55

SPRING QUARTER
Final Registration
All Classes Begin
Easter Holiday (No Classes)
Faculty Convention (No Classes)
Midterm
Final Class Schedule
Commencement for 1977-78
Memorial Day Holiday (No Classes)
Official Closing Date

Thursday, March 9
Thursday, March 9
Friday, March 24
Friday, March 31
Friday, April 14
Tuesday-Thursday, May 23-25
Friday, May 26
Monday, May 29
Tuesday, May 30 (Grades due 3 p.m.)
Total duty days Spring quarter:

56

SUMMER SESSIONS
Final Registration
Regular Session Classes Begin
Holiday (No Classes)
First Five-Weed Session Ends
Second Five-Week Session Begins
Second Five-Week Session Ends
Summer Commencement
NOTE:

Monday, June 12
Monday, June 12
Tuesday, July 4
Friday, July 14
Monday, July 17
Friday, August 18
Friday, August 18

Offices closed Friday, November 25; Friday, December 23; Friday,
March 24.
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